
 Federal DOT-Regulated Referral
Alcohol/Drug Evaluation Due to Positive Screen

Each Organization Should Follow Their Own DOT Referral Policy

Human Resources Representative (HR Rep) 
 calls ComPsych 24-hour toll-free intake line

Coordinator contacts HR Rep to discuss referral  
and its process

SAP contacts coordinator to discuss  evaluation findings and 
TX recommendations

SAP contacts TX provider regarding EE’s  progress, 
compliance and TX completion

SAP notifies HR Rep in writing of EE’s TX completion, 
aftercare services  (if indicated) and testing frequency plan; 

copy faxed to coordinator

Coordinator contacts employee (EE)

SAP coordinates access to recommended TX

SAP contacts coordinator to discuss RTW readiness

Speaks with GuidanceConsultantSM (Intake Counselor)

SAP meets with EE

Coordinator contacts substance abuse professional (SAP)

SAP notifies HR Rep in writing of TX  recommendations; 
copy faxed to coordinator

SAP meets with EE, upon TX completion,  to assess return-
to-work (RTW) readiness

Coordinator follows up with HR Rep and EE  
regarding aftercare  compliance through completion  

of recommended TX
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ISSUES COVERED
• Creates employee (EE)  record
• Gathers referral information

• Notifies  DOT Coordinator

ISSUES COVERED
• Confirms availability
• Provides  referral information

• Mails referral confirmation

ISSUES COVERED
• Provides SAP  contact 

information
• Explains  referral process

ISSUES COVERED
• EE signs  Statement of 

 Understanding (SOU)
• SAP  conducts  evaluation

• SAP  recommends  treatment (TX)
• SAP faxes  SOU to  coordinator

ISSUES COVERED
• Contacts insurance  to locate  

TX provider
• Confirms TX  provider availability

• Obtains EE’s signed  release of 
information

RETURN TO WORK
• HR Rep determines EE’s  return 

to safety-sensitive  job functions
• HR Rep arranges  for RTW  drug/

alcohol screen


